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NOVEMBER TRAINING CALENDAR
COURSE

LOCATION

DATE

TIME

Individual Development Programs
Giving Recognition

NJ-Room C

Wed., Nov. 5th

9-1

Handling Emotions Under Pressure

NJ-Room C

Thurs., Nov. 13th

9-1

Moving from Conflict to Collaboration

NJ-Room C

Mon., Nov. 17th

9-1

Team Advantage

NJ-Room C

Tues., Nov. 11th

9-1

Keeping Your Team on Course: Tools &
Techniques

NJ-Room C

Wed., Nov. 19th

9-1

The Basic Principles of Teamwork

NJ-Room C

Fri., Nov. 21th

9-1

PDG-offsite

Mon., Nov. 3rd

9-5

Team Performance Programs

Computer Classes
Beginning Powerpoint (CLASS FULL)

Classes remaining in October:
Team Performance Programs
NJ-Room 1

Tues., Oct. 28th

9-1

Proactive Listening

NJ-Room C

Thurs., Oct. 23rd

9-1

Personal Strategies for Navigating Change

NJ-Room C

Fri., Oct. 24th

9-1

Giving & Receiving Constructive Feedback

NJ-Room C

Wed., Oct 29th

9-1

Time Management

NJ-Room C

Tues., Oct. 21st

9-1

Team Building

Individual Development Programs

REMINDER: There is still plenty of room available in the Problem Solving/Decision
Making program “AdvantEdge” which will be presented by Alamo Learning Systems
on 12/16-12/18/97 from 9-5 in NY.

PLEASE NOTE THE NEW INTERNAL REGISTRATION PROCEDURE BELOW :
•

To register for any of the above courses, please e-mail the Human Resources
mailbox. You will receive a confirmation a week prior to the class.

•
•

If you need assistance, please contact Gabrielle Ulloa at X3831.
Program descriptions are attached.

For more information on any of the classes listed above, please refer to the Training Catalog (Sept-Dec)
issue. For the most current information on classes that will be offered, updated information, or cancellations
you can access the Training site on the HR Intranet (VIC).

Program Descriptions

INDIVIDUAL DEVELOPMENT PROGRAMS

LEADERSHIP 2000 SERIES

Recommended for all employees. This series of twelve modules provides a foundation of one-on-one
interpersonal skills, plus the enhanced skills that support team initiatives, quality improvement, and process
improvement efforts. In our team environment, it is important that all staff develop leadership skills. Each module
is approximately 4 hours long. Please select the modules that meet your needs.
Giving Recognition (Leadership 2000 Series)

With today’s flatter organizational structures, recognition (with peers, managers, and even those outside the
organization) needs to be everyone’s job. This unit shows participants how to acknowledge accomplishments in
meaningful, appropriate ways and how to use recognition as a powerful tool for building strong working
relationships and for motivating others.
Handling Emotions Under Pressure (Leadership 2000 Series)

The occasional expression of emotional behavior is not necessarily a negative thing -- except when it becomes
so amplified or recurs so often that it prevents people from dealing rationally and productively with those around
them. An expression of emotion may be an important cue that something is interfering with a colleague’s or
employee’s ability to work effectively. This unit provides a process for dealing with emotions in daily work
situations.
The addition of “Proactive Listening” and “Moving from Conflict to Collaboration” will greatly enhance the
participant’s ability to apply the skills for handling emotions.
Moving From Conflict to Collaboration (Leadership 2000 Series)

Changes in the workplace are placing new emphasis on the importance of effective collaboration. Organizations
are expecting employees at all levels to work together, often cross-functionally, to solve problems and make
decisions that were formerly the exclusive responsibility of management. This type of collaborative work can bring
out a new potential for conflict among an increasingly diverse work force, creating a need for employees at every
level of the organization to have the skills to manage conflict. This unit gives participants the skills they need to
turn confrontation into opportunities to achieve positive, productive results.

TEAM PERFORMANCE PROGRAMS

The Team Advantage

In an overview of the new team-oriented workplace, participants look at different kinds of teams organizations
are creating and explore how teams help organizations meet today’s competitive challenges.
Keeping Your Team on Course: Tools and Techniques

Helping a team accomplish its mission and goals is the responsibility of all team members - not just the team
leader. This unit provides 12 tools and techniques that help team members guide the course of the team as it
faces a variety of challenges. Examples include using a team formation checklist, balancing the workload,
listening for common ground, avoiding group think, and orienting new team members.
The Basic Principles of Teamwork

Participants explore how The Basic Principles can help them learn from their mistakes, share information, deal
with change, and build a spirit of teamwork.

COMPUTER CLASSES

Beginning PowerPoint

Recommend for staff who have a need to create professional presentations for overheads, slides, or handouts.

Pre-requisite: A good command of basic Windows functions.

$150

Course Contents:
•
PowerPoint Fundamentals
•
How to Plan Your Presentations
•
Templates and Masters
•
PowerPoint Drawing
•
PowerPoint Graphs
•
Editing the Presentation
•
Printing
•
Creating a Presentation on the PC

